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Facility Service Worker Series

I.     FACILITY SERVICE WORKER SERIES:

Facility Service Worker I

Facility Service Worker II

Facility Service Worker III

Facility Service Worker IV

II.     SUMMARY OF SERIES:

Incumbents of positions in this series clean floors by sweeping, vacuuming and washing; clean interior surfaces such as walls, ceilings and windows; clean lavatories, wash rooms, mop closets, etc.; empty waste receptacles; and perform related work as required.

The basic purpose of this work is to perform cleaning and related domestic services to the interior of buildings.

III.     ORGANIZATIONAL LEVELS:

Facility Service Worker I is the entry-level maintenance job in this series.

Facility Service Worker II is the second-level maintenance job in this series.

Facility Service Worker III is the first-level supervisory job in this series.

Facility Service Worker IV is the second-level supervisory job in this series.

IV.     EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1.     Cleans floors by sweeping, vacuuming and washing using appropriate supplies and equipment.

2.     Cleans interior surfaces such as walls, ceilings, windows, furniture, etc. by dusting, polishing and washing using appropriate supplies and equipment.

3.     Cleans toilets, lavatories, wash rooms, mop closets, etc. using appropriate supplies and equipment to maintain the appearance and cleanliness of such areas.

4.     Empties waste receptacles and disposes of waste.

Based on assignment, incumbents of positions may also:

1.     Serve and/or prepare food.

2.     Set up dining area, to include adaptive utensils for developmentally disabled clients.

3.     Clean areas used for preparing and serving food.

4.     Move and set up furniture to prepare rooms for meetings and/or special functions.

5.     Load and/or unload vehicles.

6.     Make beds and change bed linens.

V.     DIFFERENCES BETWEEN LEVELS IN SERIES:

Facility Service Worker II:

Incumbents of positions at this level and higher also:

1.     Inspect assigned areas to determine that work has been performed according to establish procedures.

Based on assignment, incumbents of positions at this and higher level may also:

1.     Prepare foods for special diets by following instructions on dietary cards.

2.     Prepare and cook simple dishes such as sandwiches, salads, soups, etc.

Facility Service Worker III:

Incumbents of positions at this level and higher also:

1.     Maintain records or logs on assigned unit activities.

2.     Provide on-the-job training and orientation to employees.

3.     Examine completed work to ensure compliance with quality standards.

Facility Service Worker IV:

Incumbents of positions at this level also:

1.     Coordinate the activities of assigned units to ensure effective operations and compliance with established standards.

2.     Confer with agency staff to resolve problems and exchange information.

3.     Prepare reports and maintain records to provide information concerning assigned unit activities.

VI.     RELATIONSHIPS WITH OTHERS:

Major work contacts are with agency staff.
VII.     SUPERVISION RECEIVED:

Facility Service Worker I:

Incumbents of positions at this level receive direct supervision from Facility Service Workers or other employees of higher grade who provide training, instruction and guidance, assign work and review performance through inspection for effectiveness and compliance with instructions.

Facility Service Worker II:

Incumbents of positions at this level receive direct supervision from employees of higher grade who provide instruction and guidance, assign work and review performance for compliance with instruction and standard procedures.

Facility Service Worker III:

Incumbents of positions in this series receive general supervision from employees of higher grade who provide guidance on procedures, assign work and review performance through oral and written reports for effectiveness and conformance to procedures and standards.

Facility Service Worker IV:

Incumbents of positions in this series receive general supervision from employees of higher grade who provide guidance on policy and procedure, assign work and review performance through conferences and reports for effectiveness and conformance to policy, procedures and standards.

VIII.     SUPERVISION EXERCISED:

Facility Service Worker I:

None.

Facility Service Worker II:

None.

Facility Service Worker III:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over, assign work to and review the performance of 6-15 maintenance and service personnel.

Facility Service Worker IV:

Incumbents of positions at this level exercise direct supervision (i.e., not through an intermediate level supervisor) over, assign work to and review the performance of 5-10 service personnel; and indirect supervision (i.e., through an intermediate level supervisor) over 16-25 maintenance and service personnel.

IX.     WORKING CONDITIONS:

Facility Service Workers walk and stand for prolonged periods of time; lift and carry heavy objects; may work varied shifts, weekends, holidays or nights; work exposed to the hazards of harmful chemicals, noxious fumes, dust, etc.; may work exposed to the hazards of wet and slippery floors; and may work in a state hospital, school or correctional facility.

X.     QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1.     Ability to follow oral and written instructions.

2.     Ability to understand and apply the policies, procedures, rules, regulations, etc. governing assigned unit activities.

3.     Ability to establish and maintain harmonious working relationships with others.

4.     Ability to deal tactfully with others.

5.     Ability to stand and walk for prolonged periods of time.

6.     Ability to lift and carry heavy objects.

7.     Physical stamina and endurance.

Based on assignment the following additional qualifications may be required at hire:

1.     Knowledge of the safety and sanitation practices and procedures followed in preparing and serving food.

2.     Knowledge of the types and uses of utensils and equipment used in preparing and serving food.

3.     Ability to interact with people who are under physical or emotional stress.

Additional qualifications required at hire for Facility Service Worker II and higher positions:

1.     Knowledge of the methods and techniques of institutional housekeeping.

2.     Knowledge of the types and uses of materials and equipment used in institutional housekeeping.

Additional qualifications required at hire for Facility Service Worker III and higher positions:

1.     Knowledge of the safety practices and procedures followed in institutional housekeeping.

2.     Ability to give oral and written instructions in a precise, understandable manner.

3.     Ability to supervise, including planning and assigning work according to the nature of the job to be accomplished, the capabilities of subordinates and available resources; controlling work through periodic reviews and/or evaluations; determining subordinates' training needs and providing or arranging for such training; motivating subordinates to work effectively; determining the need for disciplinary action and either recommending or initiating disciplinary action.

Additional qualifications required at hire for Facility Service Worker IV positions:

1.     Knowledge of the principles, practices and techniques of supervision.

2.     Ability to maintain accurate records.

3.     Ability to coordinate the efforts of others in accomplishing work objectives.

XI.     QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1.     Knowledge of the policies, procedures, rules, regulations, etc. governing assigned unit activities.

Additional qualifications acquired on job in Facility Service Worker I positions:

1.     Knowledge of the methods and techniques of institutional housekeeping.

2.     Knowledge of the types and uses of materials and equipment used in institutional housekeeping.

Additional qualifications acquired on job in Facility Service Worker III positions:

1.     Knowledge of the principles, practices and techniques of supervision.

XII.     MINIMUM ENTRANCE REQUIREMENTS:

Facility Service Worker I:

None.

Facility Service Worker II:

Applicants must have at least six months of full-time, or equivalent part-time experience in building custodial or institutional housekeeping work.

Facility Service Worker III:

Applicants must have at least one year of full-time, or equivalent part-time experience in building custodial or institutional housekeeping work.

Facility Service Worker IV:

Applicants must have at least two years of full-time, or equivalent part-time experience in building custodial or institutional housekeeping work and (B) of which at least one year must have been in a supervisory capacity.

XIII.     SPECIAL REQUIREMENTS:

None.
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